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Prepare Your Computer to Scan

| am going to reference things below make sure you are familiar or have installed them as | am not going
to take time to walk you through how to do so.

*** |f you have not done this you must first do this before you can view or scan alpha cards or other
documents

*** For the time being you can only scan and view in the evil blue “E” also known as internet explorer

*** Before you install anything know that you need administrator rights in order to install many of the
prerequisites.

*** | would suggest using the most updated version of Adobe reader (that is what | will reference in
these instructions).

*** Make sure you have a .pdf printer installed on your computer. | prefer pdfcreator. It is a free
download. (I use version 1.7.3)l have however tested the newer version and it appears to work fine as

well.

*** Make sure that you have setup and installed your .pdf printer, scanner, and label printer, before you
start, and follow the manufacturers installation instruction.

*** Make sure that your scanner has a folder setup to save your alpha cards to.
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Downloading the Prerequisite Software
Go to the VERIS Homepage
Click GR Downloads & Information
Click “VERISDocumentScanningPrerequisites.zip” and save
Click “TwainDriver”
Personally | like to save it to my desktop because this will be deleted after you install.

Installing the Prerequisites

If you did what | suggested and saved the files to the desktop navigate to the "VERISDocuments File and
double click.

1 [ » VERSDocumemScanningdr.. » Search VERISDocumentScams
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Double click the highlighted file
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* 1 » VERL » VERISScanningPrere..

Sesrch VERISScanningPre
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Click the “Next” Button
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# VERISScanningPrerequisites

Select Installation Folder

Confirm Installation

Click the “Next” Button
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Instaliing VERISScanningPrerequisites.

VERISSearm ngFrereausies i being netaled.

Please wal,

Just as this screen appears your computer will ask you if you want to “allow the following program to
make changes to your computer” Click yes.

Installation Complete

VERISScarnmgFrerecaistes hax boen sucoessi instaled
Click " Choee 12 .

HET Framessork.

Click the close button
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Installing the Twain Driver

Double click the Twain Driver

3 Downloads
B Recent places

5 Libraries

 videos

& Homegroup

8 Compuner
Lol Disk (€3
s RECOVERY (D)
= Femovatle Disk | ¥ €
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Double click the twain32 folder
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You will then see this folder

Right click on this folder, and click file explorer. This will open a new window.
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When you see a window similar to this double click the “Local Disk C:”
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Double click the “Windows” folder
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Open both file folders now and arrange the like above. Scroll down until you see .dll files. Drag
the “TWAINDSM.dII” file from the right to the left, and then release once your mouse is near the tip of
the arrow. **Do not close any windows at this point!!!
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Scroll down until you see .dll files. Drag the “TWAINDSM.dII” file from the right to the left, and
then release once your mouse is near the tip of the arrow. Now you can close both windows.
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Setting up Windows Explorer

Open the evil Blue E (Internet Explorer)
Log into the VERIS.

Press Alt + T, and click Internet Options
The Internet Options window will open

'lmeme!Optmns (8 o
&nerd@n\@q ] content | Connections [ Programs | Advanced |

Home page
| /? To create home page tabs, type each address on its own line.
(N
|

[ useurent | [ usedefaut || usenewtsb |

Startup
Start with tabs from the last session
@ Start with home page
Tabs
Change how webpages are displayed in tabs.

Browsing history
Delete temporary files, history, cookies, saved passwords, and web il
form information.
[7] Delete browsing history on exit
Appearance
colors | [ Languages | [ Fonts | [ Accessbiity |
o J[ el J[ aomy ]

Click the Security Tab

et Optons - (2 [

il
General | Security | privacy | Content | Connections | Programs | Advanced|

Select a zone to view or change security settings.

@ & |/
v
SRS Localintranet [¥rusted sites | Restricted
sites

Internet

This zone is for Internet websites,
except those listed in trusted and
restricted zones.

Security level for this zone
Alowed levels for this zone: Medium to High
HMedium-high
- Appropriate for most websites
=)  -Prompts before downloading potentialy unsafe
content
- Unsigned ActiveX controls will not be downloaded

[V Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Defaultlevel '
Reset all zones to default level '

Click Trusted Sites
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Interet Options [ERS)

General | Security [privacy | Content | Connections | Programs | Advanced|

I Select a zone to view or change security settings. |

@ & v

4

Internet  Localintranet Trustedsites  Restricted
sites

Trusted sites pr— |
#/ This zone contains websites that you :
W' trustnot to damage your computer or I
your files,
You have websites in this zone.
Security level for this zone
Alowed levels for this zone: All
Low
- Minimal safeguards and warning prompts are provided
- Most content is downloaded and run without prompts
- All active content can run
- Appropriate for sites that you absolutely trust

=
[ Enable Protected Mode (requires restarting Internet Explorer)

Customevel... | [ Defauitlevel
Reset all zones to default level

(o ] (ol ][ oy ]

Deselect the “Enable Protected Mode”
Click “Apply” and the “OK”
Exit Explorer and re-open

Open the evil Blue E (Internet Explorer)

Log into the VERIS.

Press Alt + T, and click Internet Options

The Internet Options window will open

Click Security, and Click Trusted Site (just like the above steps)

Internet Options 19 [

General | Security [privacy | Content | Comections | Programs [ Advanced|

| Select a zone to view or change security settings. '

@ & v O

Internet  Localintranet Trustedsites  Restricted
sites |

e
#/ This zone contains websites that you

W' trustnot to damage your computer or I

your fies.
You have websites in this zone.
Security level for this zone
Alowed levels for this zone: Al
Low

- Minimal safequards and warning prompts are provided
-Most content is downloaded and run without prompts
- All active content can run

= - Appropriate for sites that you absolutely trust

[7]Enable Protected Mode (requires restarting Internet Explorer)

[ customlevel... | [ Defaultlevel

(o ) [ ] [Caoy ]

Click “Sites”

13
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=2

# You can add and remove websites from this zone. All websites in
o/ this zone will use the zone's security settings.

Add

https://veris.sbe.virginia.gov |

Websites:

Remove |

Require server verification (https:) for all sites in this zone

Close ‘
L

You need to make sure that you add these 3 websites
https://veris.sbe.virginia.gov

https://veristraining.sbe.virginia.gov
https://veristrain.sbe.virginia.gov

In order to add these website type the address as it is written in the highlight red box above and
click add.

r
Trusted sites

R —— ==
# You can add and remove websites from this zone. All websites in
J/ this zone wil use the zone's security settngs.
Add this website to the zone:
|
Websites:

https://veris.sbe. virginia.gov
https: /veristrain.sbe.virginia.gov
https: /veristraining.sbe. virginia.gov

Require server verification (https:) for all sites in this zone

——

If you have entered and added the addresses correctly then you screen will look like this. Once it
does click close.

14
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Internet Options - — (9 [

| General | Security | privacy | Content | Connections | Programs | Advanced|

Select a zone to view or change security settings. '
Internet  Localintranet Trustedsites  Restricted ‘
sites.

Trusted sites I
Sites.

4/ This zone contains websites that you
W' trust not to damage your computer or il

your files.
You have websites in this zone.

Security level for this zone
Allowed levels for this zone: Al

Low
-Minimal safeguards and warning prompts are provided
-Most content is downloaded and run without prompts

- All active content can run
- Appropriate for sites that you absolutely trust

=

| Enable Protected Mode (requires restarting Internet Explorer)
Reset all zones to defauit level

(o ) [t ] [poy ]
You are returned to this window, and you will need to click custom level.

i

Security Settings - Trusted Sitslxme-_

Settings
| &% .NET Framework -
| & Loose xamL F
) Disable
© Enable
O Prompt
8% XAML browser applications
© Disable
@ Enable
2 Prompt I
82 XPs documents
© Disable
© Enable
© Prompt
| & .NET Framework-reliant components
i Permissions for components with manifests A
S

— .

*Takes effect after you restart Internet Explorer

Reset custom settings
Resetto:  (edium (defoult v [ Reset.. |

Once you click custom level this window will open.

i

Security Settings - Trusted Sites Zone |

Settings
©® Enable z
9] Display video and animation on a webpage that does not
© Disable
D) Enable
¥| Download signed ActiveX controls F
© Disable

© Prompt
|| Initialize and script ActiveX controls not marked as safe forfs:
© Disable
© Enable

v

&) oromot

I

«

“Takes effect after you restart Internet Explorer

Reset custom settings
Resetto: [ edium (defoult o] [ Reset.. |

Scroll down to “Download unsigned ActiveX controls”, and click the enable radio button.
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Security Setings - Trsted Stes Zone i . S

Settings

© Disable -
© Enable
© Prompt

| @] Download unsigned ActiveX controls
© Disable

@) Only allow approved domains to use ActiveX without prompt
@ Disable
© Enable
9] Run ActiveX controls and plug-ins )
B\ Ackviriciratre arewrwar
i

<

Takes effect after you restart Interet Explorer

Reset custom settings
Resetto:  (pedum (@efou) v [ Reset.. |

Right below where you just clicked enable is “Initialize and script ActiveX controls not marked as

safe for scripting”. You need to click “Enable” here as well.

[ scurity Sevings - Trsed St Zone s . S|

Settings

© Disable -
© Enable
© Prompt
9] Download unsigned ActiveX controls
Disable

@ Enable L3
© Prompt

9] Initiskze and scrpt ActiveX controls not marked as safe for s:
O Disable i

@ Enable
© Prompt

@, Only allow approved domains to use ActiveX without prompt
@

O Enable

9] Run Activex controls and plug-ns

7\ Ademinictratnr annenued. =
n

«| ]
*Takes effect after you restart Internet Explorer

Reset custom settings
Reset to: Ir .m [ Reseto }

[ o< [ el ]

Now you need to click the down arrow next to “Reset to:” and select “low”, Then click “OK”

|@ Are you sure you want to change the settings for this zone?

-

This window will pop up, make sure to click “Yes”

16
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Internet Options == - (2 o]
Privacy | Content | Connections | Programs | Advanced

Select a zone to view or change security settings. I

' & v ©

Internet  Localintranet Trusted sites  Restricted
sites. I

Trusted sites [s—]

f This zone contains websites thatyou St |

W' trust not to damage your computer or fl
your fes.

You have websites in this zone.

Security level for this zone

Allowed levels for this zone: All

Low

- Minimal safeguards and warning prompts are provided
- Most content is downloaded and run without prompts

- All active content can run
- Appropriate for sites that you absolutely trust

=
] Enable Protected Mode (requires restarting Interet Explorer)

Custom level... || Defaultlevel
[ Resetal zones to defauitlevel

I oK I Cancel Apply.
When you are returned to this screen click “Ok”

You will be returned to the VERIS home screen.
Click “Voter”, then click “scan batch documents”

Thes webpage wants to run the followmng add-orn: ‘Microsoft® License Manager DLL' from ‘Microsoft Corporation What's the risk? x ’

This will appear at the bottom of the screen. Click “Allow”

This website wants to install software from: ‘Pegasus Imaging Corporation’

III

After a couple seconds this will appear at the bottom of the screen, click “instal

User Account Control Send Fesgosck

@ Do you want to allow the following program from an
/ unknown publisher to make changes to this computer?

Program name:  Unknown program
Publisher Unknown

File crigin: Downloaded from the Internet

(%) Show details

Help me decide

A couple more seconds and this screen should appear. When it does click “Yes”

1) User Account Control

%) Do you want to allow the following program to make

7 changes to this computer?

Program name:  Pegasus Imaging Corp--Accusoft TwainPRO 6
Vesified publisher: Pegasus Imaging Corporation
File origin: Downloaded from the Internet

(%) Show details [N ]

Change when these notifications appear
After a few more seconds this window should pop up, when it does click “Yes”

CH
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o]

%) Do you wantto allow the following program to make

% User Account Control

' changes to this computer?

[ Programname  Pegasusimaging Corp.-BarcodeXpress 7
Veiified publisher: Pegasus Imaging Corporation

File origin: Downloaded from the Intemet

V) Show details

After a few more seconds this window will appear, click “Yes”
You have completed the setup for windows explorer

18
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Scanning Alpha Cards Notes:

There have been several questions as to which scanner is the best, or what has been recommended by
the Department of Elections. Personally, | want to tell you it does not matter what scanner you have, or
even if it will do a .tif file. These points are moot. As long as you have a scanner that does duplex
scanning, and can save as a .pdf you can scan in any file you would like. Personally, | like the Epson
desktop models (DS or GT workforce series of scanner) (scansnap also has a nice scanner). $300.00

As far as the label maker. | would say you should get one, but not for scanning alpha cards. | use mine to
mail absentee applications to our voters. | personally have the laberwriter 450 made by dymo. We use
address labels DYMO 30252. $100.00

This step by step is going to differ from what the state instructs us to do. Their step by step is fine and

works, but this one | believe is a little more practical for those of us who are scanning in all of our alpha
cards that we currently have. If you have any questions please contact me anytime.

19
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Scanning Alpha Card (Current Alpha Cabinet)(New Card)

Prepping the cards for upload:

Take a stack of cards out of cabinet (I ususally take the first division “A-AL")
Separate these cards into stacks of 10 — 30 (no need to be precise)
Scan in each stack separately (make sure it is scanning front and back)

Once you have scanned in all separate stacks you will need to open the folder where you saved your
alpha cards.

Double click on the first .pdf file that you created.

It should automatically open in adobe reader.

E S . img20160624_09145023pdf - Adobe Acrobal

® RO = BB @
of the United States | »Will you be at least 18 years of age o fore | Ifyou ch
€S CNo the rext General Lz day? EYL

Q I1I|H=>u\

Z ®mwile Ofemale  0[8) l218]." “9@{5
“Gender *Date of Birtl T D
Corwin Michael
*LastName * Furst Name.  CFulMiddleer Wi

220 Franklin Street = ‘South Hill

*Residence 1Peimaneat] Home T AptUnitior Fm Ste City Tow.

If Rural Adciess or Homeless, please describe where you reside

sailing Aaigress i d FerenUN g a P Fos ormed Suiviee Address,  applicable | inch 200 Code)
»
Iﬂmm“.rmm.m,dohm“,r v mno
11 ¥ES, have your voting rights bian restored? £2YES TIND  IFYES, when rostored?

H *Have you ever been judged mentally incapacitated? TIYES ®NO i .
11YFS. has cowrt restored you to capacity? YES TN IFVES, when restored? || |/l |

Registration Statement; | swear/oHirm, under felony penalty for making willfully false material st
information provided on this farm is true. | authorize the cancellation (entered in Bax 7 below) of
read the Privacy Act Notice on the front of this form.

3> “ Signature

¥ asphcart To5GR s e

L I —‘Proluztudvo\er(ode

T liminterested in being an

Click the print icon

Gk it

pplicable. See st

Official an Election Day. Please send me information
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img20150624 09145023 pdf - Adabe Acrobat Reader DC

Home  Tools

® 8 B Q @

Ima20160624_097

(fihe

* e youa itizer

[ Bddrens o b

Al s

O etustsiee

ik overszad pages

OfuemSale [0 %

n * Have you everbeen eo| | |Chesse prpersaurce by POF page s

SPYES, have yourvetnarill  [Jpunt on both sides of paper

H ~ Have you ever been jut
HYES. has court 12stare
Registration Statemant: 1]
information provided on

read the Privacy Act N

rintin vy

TSaweinkoner

Commentcit Farme
Socument snd Mrkugs ~

Surmmaris Comments

Seale 100%

Mumpie Braier
T xBS nches

=5

® B sini

B e

Adobe Export PDF

T3 - Signature o

Fappleart it 9

Protected Vote

Cimintetested i

o (T ot Ganit

an flection D cial on Eleclion Day. Please tend me information

The print window will open
Select the pdfcreator as your printer

Fle Edt View Window Help

img20160624 09145023 po - Adobe Acrobat Reader DC

pint K

Home Tools | img20160624 091
& 8 Q @ e [ wcascrcis V] [ ropste | [ anencs e ©
n_A e [l [B T ——— n B
veyouacizen o the Ut Kstpien
of America? WES (N Lot B & ®
| pagestopm Comments & forms
HI." JO 0L [ ew ey 5
* Socel Secuiy Nomber || O Cuentage
Coriin Opsgee [
TiostName || > MoreOpton
8521 nches
nZZOfrank}in Streetf] FrSEmatndes O
* Resicence (Permarent) H Sie Bookiet
FRaral Rddress o Homalef] "9 pershes | Custon onvert
Page ot -
Hiailng >ddress i diferentfvef|  L1Pintpage border
> Have youever beemco]|  C1Prtenteth st >
HYES, have your voting |
ju
Registration Statemen: |
information provided on ¢
read the Privacy Act Noti ¢
adthelriac Adlied ~ ) ceaepor v
) < Signature s
Fompicar e sgn | |_Pegeseun. el
LT o ST SO a7
o lecuon Dy o .

Under “page size and handling” click multiple

Pages per sheet should be set to

custom 1 by 2

Select auto rotate pages within each sheet

Click “Print”
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Fie Edt View Window Help

Home Tools img20160624_091... * @ [ signin
P — L @ oo o~ s
e

® 8 = Q © * L) PDFCreator =i

n‘Awynuannz(’nofth United States | *Willyo e to cither of £ o
of America? ®YES TNO | thene Opdfforge plete this form B Export PDF ®
’—\E. i Title -l

[ PR R T I )
*Social Szcun(y Number Genuu fumber Adobe Export PDF 0}

) Profe

Corwin _ Micha: | o rouipromier v ®rione
> LastName * Fist Ne - Jr, Si.. M, Ete)
220 Franklin Street @ Metacata 70
*Residence {Permanent) Home Address Subject de
IF Rurel Address or Homeless, please describe whe  Kepwords - Convertto

aling Address il tfereningina PO foxor Unomred.  Author Tesidence

*Have you ever been convicted of a felony?

HYES, have your voting rights been restored? =
H *Have you ever been judged mentally incap
IYES, has court restored you o capacity? Iy R ® @D A N
e et (@) © @ @@

information provided on this form is true. Iautt - - - ionand | have
readthe Privacy ActNotice on the front of this fc  Cancel  Settings ~ Merge EMail B enepr v
SO

) - signature s ma
isabiity has reques
Eh

CI|ck Save when the next window opens. (you do not need to change any settings here)
When the next window opens”

L5 img20160624. 09145023, paf - Adobe Acrobat Reader DC -0

Fle Edt Jiew Window Hdp

Home Tools img20160624.091.. @ [E signin
® 8 =2 Q @*‘k@@(DW‘wﬁEBE e 7

ched N i respone to cither of
15, G not complete this form B sportpDr A

f © -t » Alpha Card » Tiff r #-———:
[T LT
ganize = folder =~ 7 =] 44‘*
| SimmEs ek @l tme Telephone fumber Adobe Export PDF
v A Name Type 2
A Favorites o | Wnonc Wrione
B Dekiop s il en\ame *SUfln i, 5
% Downloods
. Recenpices . 28970
ZipCoze
¥ H videos » tLanguage:
& Homearoup ¥ < i ]j i
i garne | name yourfie anting here<-—- V| —_—
| sove s ype TIFF e i) ~ T [ T
7 /L i 2 N
sl | s | o t?menlsolenlﬂn.lhnl\he
Thave

> = Signature = it = - as _lﬁ EEI

ey Al E Al 1 e the

LED Frotecied Yoter Code if appl cele. See instructions.
Climvinterested in being an Election Off cial on Electian Day. Please send me information v

Select where you want to save the file
Select the file name

And change the file type to TIFF (*.tif)
Click the save button

*Do this for each .pdf file that you created by scanning your alpha cards

*The above steps take alpha cards where you scanned front and back and place them on one sheet. This
will save you from having to do extra work.
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Uploading the Cards:
Login to VERIS

Portal Page - Windows Internet Explorer -

doy/PortalP O ~ @ O | @ poral Page

irginia.gov

| <16 P

5 (& Amazon com~Online Sh... &) Download MicroscftRepo... 5% Download SQL. Server 200.. ] Virginia Elction and Regi.

Py T—— s8 Q ey I
Contact and Access Maintenance Form Scanned Document Images 1029 Records.
y Correcting Duplicate Registration Notif oR &
Import Returned Correspondence Records Al U Records
Non-Registrant Provisional Hediio Copsiae A Cotags
Scanner and Barcode Information
VERIS Group Description for Locali
e LA = 1 b
Click Voter, then select Scan Batch Documents
Voter Documents Scan - Windows Internet Explorer -a
] noxg

soe viginia.gov/FirstTuesday Noter/F1 O ~ @ G || @ Voter Documents Scan |

| < 16| e

& Amazon com - Oniine ... &) Download Microsoft Repo

Dovrioad SQL Server 200.. &)

iginia Elction and Regi

& 0 [EEEENYEEIN Q o

county. Quick Links

# jcorwin | Logout | MECKLENBUI
VIRGINIAL

Home  Voter Reports  Absentec  Poll _Election  User Profile  Admi

VERIS PROD.4232 | 524206

Home > Voter > Scan Batch Documents

Document Type:* | Batch Name

Click the down arrow next to “Document Type”
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<l Voter Documents Scan - Windows Interet Explorer - o IER
| ¢ - FrETEEEETTEET T [Tr—— ax T

n_ UserProfile  Administration

L Batch Name:

Voter Registration Application
FPCA

Other

Other (with signature)

For these purposes select “Voter Registration Card”

s Voter Documents Scan - Windows Intemet Explorer Y < |

n_ UserProfile  Administration

Documer nt Type: * | Voter Registration Application ¥|  Batch Name:

R e [ e

Signature Image:

Document Image:

of |images skip

Click the “Browse” Button
Navigate to the file location where you saved the .tif file
Select the first .tif file that you created, and double click
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@ Voter Documents Scan - Windows Internet Explorer -8
| < |5 e o

L1

Home > Voter > Scan Batch Documents

Document Type: * | Voter Registration Application ¥|  Batch Name:

File: C:\Users\Elections Deskiop\Alpha CardiTifviame your fl anything | Browse.

]

Signature Image:

Document Image:

of | |images Skip

Click upload and your first card, in the first stack should appear

A el e B _omEm
stTuesdayVote/F1.0 - B0 [ @ v n L1

48 jcorwin | Logout | MECKLENBURG COUNTY

File: C:\Users\Eloctions\Desktop\Alpha Card\Tifname your fle anything h_Browse.

e e |

Signature Image:

Document Image:

of 2 |images Skip

For Office Use Only.

Draw a box around the signature.
If it does not highlight the signature:
Right click on the signature
Click capture signature
Once the signature is captured
Click the Save button
It will automatically advance to the next card

Once all cards in the file have been loaded you will need to click browse again and double click
the second file that you created, and follow the above steps again.
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Helpful Hints
-If after you click save the screen where your voter card should appear is gray you need to
restart explorer.
-For that matter if anything funky happens just restart explorer.
-When (notice | said when) explorer messes up pay attention to the number alpha card you are
at (ie 19 of 30). That way you are able to restart, load the same file, and skip ahead to where
you left off. Otherwise you are creating duplicates.
-If after you finish your last card save in a file. A popup will appear, you have to click ok before
you click browse again or explorer will freeze, and you will have to press ctrl, alt, delete and
force close explorer.
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